
Date:  03/30/2009 04:07 PM

From: Carol Campbell/R8/USEPA/US

To:  Russell Leclerc

Cc:  Martin Hestmark
Subject:  Re: Fw: Congressional Fact sheet - Libby Action Plan Toxicity Assessments Status & Arsenic Trioxide site

 -- These are due to HQs tomorrow (3/31). Russ

 

 - Template- Member Specific Q&A Format.doc

This file was extracted from this email -->


ATTACHMENT B




EXAMPLE 2: FORMAT FOR REGIONAL MEMBER-SPECIFIC ISSUES


Member Full Name – (Party, State)


ISSUE TITLE IN CAPs (type title here)

QUESTION: 
  (Insert issue area in question format)?

General Guidance: Answers and background (including accomplishments and Congressional inquiries) should be written in bullets format, with 1 or 2 sentences per bullet.  All bullets should be short and to-the-point.  Please include dollar amounts if possible and refrain from lengthy paragraphs or in-depth descriptions. (Please eliminate this paragraph in your submissions).

ANSWER:

· Please provide an overall answer in the first bullet.  

· Additional bullets should make additional points that build on the direct answer in the first bullet.


· No more than 4 bullets per answer. 

BACKGROUND

· Explain important background in 2 to 4 bullets.  Please include specific bullets for Accomplishments and Congressional Inquiries (if applicable.) 


· Include dollar amounts in answers, including prior year funding, if possible. 

· Accomplishments.  Explain performance and results in one or two bullets


· Congressional Inquiries. Include information on areas of congressional interest, including legislation, member interest(s), specific questions and lawsuits. 

Insert or delete rows as needed

Format Reminder:  This document is in Microsoft Word, portrait page style, with 1-inch margins, and Times Roman font.  This size is 12 point, expect for the contact name and phone numbers which are in 8 point.  Please eliminate this reminder in your submissions.
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Names & phone of factsheet originator (8 pt font)
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Name & phone of person approving fact sheet





